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Background for this paper is contained in notes written 
for HS/DCI by Personnel Office in 1952 and those for the 
-Clark Committee, August 1954, in addition to miscellaneous 


material wpdlced up in 1952 by HS/DCI. 


f % ¢ 
All in folder Personnel Office (HS file). 
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THE OFFICE OF PERSONNEL 


The Office of Personnel, CIA, did not cone into being as such with the 


formation of the Agency in 1917, but had its origin in CIG, with the es ab- 


“A 


; om farce ad é (se 
lishment ofthe Fersonnel and Administrative Branch,, which Bisicion 


the responsibility of developing an organization. 

The staff of the Central Intelligence Group totaled 165 persons. These 
were dram equally from State and Navy Departments with 113 each, respectivel 
and fron the War Department (including ‘tthe Air Corps), which supplied 79.” 
25X1A | | | | 
a. secoml draft, Personnel Office/ 

The Strategic Services Unit (descendant of the OSS) was still in exis- 

(i ge 
tence, with the overt section (The Research and Analysis Division? Group?) 
transferred to the State Department and the covert (the SSU) taken over by | 
the War Department. It was the small classification unit in this latter 


group which worked on position descriptions for the CIG Teble of Organi za- 


tion in collaboration with the Personnel and Administrative Braneh, CIG, 


ed / Bo and which was subsequently trensferred to that Branch. /Memo, Meloon to 


25X1A , 13 Dec 54, Subj: History, Office Personnel, cta./ _ There was no 


appreciable outside recruiting during the early days (January to September, 


1/ CiG Admin Order #18, October 196. an Admin Orders CIG aa2ee fe 6, HS files. 
n 


The following sectinns were es hed: Class & “alary etien; Medical 
Services; Procurement ani bafgd teal. 2ie 


wi trARBbOyed Fer Release ZooZiF HBF" Cink RSPR TOA 068d 0895009. Toatningy together | 


and Nav, 
7 = Command and an Enployee Kelations Section, 


What units? 
What organs7 


Approved For Rélgzse 2002/01/04 : CIA-RDP84-00022R0QQ400030009-9 


2. 
1916 ae no formal recruitment or procurement section = such prior to . 
da taloens 1916,) since the directive establishing ore provided for the 
transfer cites and facilities fron the Departments of State, War, and 


Navy. Attention was therefore directed in early recruitment to inter-agency 


“procurement. : Some individuals were brought to the Group from the 055 


(individually) by direct irterview and negotiation with the head of the 
Personnel and Administrative Branch, tt this still approximated an inter- 
agency transaction. Certain other units of CIG were obtained intact through 
a 25X1A . 
transfers from other organizations. (Meloon to aaa 13 Dee 5) 
Onf-e% Orie of the difficulties of this arrangement was that the Directo 


of the Central. Intelligence Group had no right of hire or fire. ‘Salaries 


and expenses of the Group were to be borne py the three interested agencies, 


‘and there was therefore no budget established, nor was the authority to 
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! 


‘disburse ay funds put at ah disposal. Each department was held responsible 


for the Asarine of the Sersohrel it would send, with its a aecueaNy officer 


- 


having the set ot of review. The final decision in every case outed with 


the DCI. The suggestion that there be on seater screening 
* Re) 


committee fof this purpose did not meet approval, and ‘ee the screening of the 


individual agency did not prove satisfactory, the directive establishing 
this was rescirded h October 196. /pDarling, III, page Si/ The CIG itself 
then took full responsibility for clearing its personnel. 


* 


, Ow 
The inability of hiring or firing at will actually, ,took away is=pert~ 
from the Director his authority over the Group, since each intelligence 


agency worked along the lines of interest to its own Department. It was 


not easy to secure the necessary personnel by requisition from the depart- 


ments, and the DCI felt for reasons of security as well as of. efficiency 


he shovld be given full charge of selection and direction of his personnel. 
/Datting, IV, 13-163; TIT, page 13/ This he wagable to effectuate in 
1916. (September?) 


“ith the ¢ apability of the CIG to hire its own personnel, and subse- 


pen y: with the ostablisiment of the , OIAS personnel was considerably in- 


“ApproyastBea Releapecznanie Here uae es more 
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efficient. It was difficult to obtain qualified personnel to staff these 
programs, however. To increase the efficiercy of the Personrel Office as 
more and more demands were made upon it, changes were made in the functions, 


organizational structure and size of the various segnents of the Office. 


As of 1 Jamary 1919, with the general administrative change taking 
place in the Agency, the operational elements of the personnel management 
function were decentralized to two. personnel divisions within adminis- 

_ trative orgm izations servicing the covert (Special Support Staff) and — 
overt (Administrative Support Staff) components of the Agency, respectively. 
Aatertin LA Ate B tte Fen, Cra” 
Staff personnel management responsibilities, including final position 
Hist PO, 195), classification authority, were located in a separate personnel 


version 


staff, At the same time, a Personnel Staff was estebt:shegfo provide 
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5. 


< /9S ¥ avtraner) policy guidance to the Executive of the Agency on personnel matters. 


al 
a 


still in ef- 
fect 19 Jan 
51 ; 


In Cctober, 1950, the organization of various saniatistnaawe offices 
was again altered in an effort to improve service to operating units. ‘he - 
two Personnel rere (overt and covert) together with the Fersonnel 
Staff were united under the Personnel Director and Peeseeeaned under the 
following pet euncyronal basis: Personnel Division (overt) was same 
to provide placement, personne. relations, and peeuescins and records 
service for the overt offices and a clerical pool and testing service for 
the Agency} Personnel Division (Covert) was established to provide placenent 
personnel relations, ani transactions and records ics for the covert 
offices. The following were set up as central Bots Cass Classification 
and Wage Administration Division for a central ae and salary administra- | 
tion Programs Personnel Procurement Division, for a central recruitment 
service for the Agency, replacing the recruitment services formerly provided 


by the Placement 
fby-she-ageney Branches of the two Personnel Divisions; the Military 


“Personnel Division, previously located in the overt Fersonnel Division, 


was set up independently to continue its function as the central military 


personnel unit. , 


Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9 


_ Approved For Release 2002/01/04 : CIA-RDP84-00022R08400030009-9 6 


of P,O, 
this time? 


What research 
specifically? 


In mid-1951 the position of Assistant Director (Personnel) was created. 


: 25X14 oy 3 | 
ee 
25X1A 
July 1951. I became Acting Assistant Director 
25X1A - Darel (VIX ; 


- eed 
(Personnel ) vher lett the Agency » and was succeeded by 


Harrison G. Reynolds? who has occupied the position since then. 


' . Mission and Functions, Personnel Office 


the primary aims of the Office of Personnel are the development. and 


' + administration of a personnel program for the CIA, including the formula- 


; oN 
tion and recommendation of policies, regulations and stanfdards; providing 


_advice and assistance to administrative and operating officials on all 


matters of personnel administration; inspection, review and evaluation of 


all phases of personne. management activity in the Agency; conduct of re- 


search in the field of personnel managements; end supervision of the activiti 
of the CIA Honor Awards Board; and providing personnel services in support 

. 2 , . ‘ r 
of the Agency's personnel program} briefly stated, to handle the staffing 
operation of the Agency on a day~toeday basis as efficiently and expedi- 


tiously as possibie, and to set up a personnel organization and progran 


which will serve the Agency's needs at the present ard in the future. 


Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9 


Approved For Reldwae 2002/04/04 : cin-ROP84-00022R008490030009-9 7 
Thess are many migue problems which cannot be solved by following 
customary Federal pezsonnel policies, procedures and practices, and for this 
reasmthe Agency has been exempted from various requirements senate 
established for Federal agencies; for example, the Civil Service Commission 
in September of 19)? seiestea the Agency from all civil service competitive 
examination and certification ee which. es normally foblowed in | 
“making Federal doeoidtnened: ‘In addition 7 an Cetober of 199 ee 
exempted CIA from the Federal position classification and e Shavcusetion 
systan, ard despite other provisions of law governing the separation or 
"removal. és Federal employees, the National Seourdty Act of 197 has vested 
. in the DCI authorityto effect terminations of employment whenever deemed 
"nefessary or advisable in the interests of the United States." 
The exceptions and exemptions Sadie the Agency have determined the 


* gharacter of the Office of Personnel. 


Its ow lack of staff made it impossible for tne Fersonnel Office to 


, 


ey Te tod pee in ae ; 
~give the attention it-wished-te-the major programs which—shovld_have_been 
: ppero2 ta 
a igen): coe ; Lata Carrucasy = 
* f Nee Calum von nie 
established-under good management practice, se teat recruitment could—go 
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Serward. In_vecrultmant.,, too, the dearth of personnel on its own staff 
hindered proper fulfillment of its functions. There ee no organized 
atteupt to (ieee es search for given types or weotonatons nich 
seemed to be most needed. Because ot the press of need for bode the 
Personnel Office was forced a recruit individuals, without knowing whether 
these snitwibads wuld adequately serve the Agency's requirement for 
effective, productive work. The necessity for placement Meas 
establishment of qualification standards to insure the obtaining and utili- 
zation of the best qualified Pe establishment of classification 
stenderday to insure equal pay for een sintler vor! -~- all these 
were realised and desired in those early years, but could not be siicentrates 
upon because of the press of more immediate problems. 
In the ond ef and of itself the expansion of recruitment forced the 
sielewark of an adequate eed organization, vhichis reflected in 
those operations, re names of which bespeak the duties performed. These 
units are: personnel ‘procurement, placement, personnel ereiouy, 
transactions and records, central processing, classification and wage admin- 


istration; pool administration, testing and training; military personnel . 


administration; career service, and a pasonnel Studies and Procedures Staff. 


Approved For Release, 2002/0104 2SIArRRRB4 0 O22 ROROMMRS BARE Arath Set tf png 


Persomel 
Procurement 


were these 8 
full- or 
part time? 


v 
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” 


With the expansion of the Agency, the increasing demand for qualified 
epelieants ned grown so urgent, that in ‘ate 1980 » the personnel procurement 
function of the former Procurement ae Placement Branches was separated 
from these Branches and was established in the Personnel Procurement 
Division. 

As has been stated betore, lack of people on its oe staff presented the 


Personnel Office from adequately carrying out its duties. In $his connec- 


tion, the task of the early recruiter was tremendous. As of 31 Decyiéber, 


the figures for the following years looked like this: 


1947 se... 1 recruiter, part-time 
19h8 ecorve 1 " " 


1949 seeee 2 recruiters, plus one additional, part-time 


In 1950, with the establishment of the Personnel Pprocuremengt Division, 


25X1A 
the 1/0 of the new unit was authorized ati positions, substantially more 


25X1A; 
than that formerly allotted to recruitment. There was an increase to | | 


in-these authorized positions in . There were now two 


recruiters, plus one part-time, until September; and eight from September 
| 25X1A 7 
to December, inclusive, In 1951, there were iil through May; as of | 
a 25X1A 7 
31 Decenber 1951, EE on duty. It was conte- 


Appreyed bon Releage 002M OHssa\A MaPedaazeRecTZosssEBEbaFs and 25 consul tants 


as 10 
Approved For Reltfse 2002/01/04 : CIA-RDP84-00022R08Q400030009-9 


some of whom would be only part-time employees. 4 portion of these re- 
cruiters would be general recruiters; some of them would be for specific 
offices. In Jamuary of 1952 there was at least sa special procurement 
official for each effice of the Agency. By Jue 1953, the ee was 


/identical? changed in any respect? fe: 


Bees January -May 1951, helusive, there were four paoweuine etuitaies 
25X10 


25X1A 


: farvey and earns of the functions and accomplishments of the - 
Personnel Procrplanent Division was conducted in April and May of ote: 
In the resultant reorganization of June 1951 recognition was given to the 
fact that field eevee must be intensified; that these Peonuitexe had 
to be responsible eitivens of broad acquaintance in industry, business, 
education, science, eee fields of endeavor; and that this staff 


should be allowed maximum flexibility and freedom, consistent with security 


requirements, in contacting potential cardidates for vere vacancies. 


Colleges and universities; technical and vocational schools; high echeore 
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commercial schools; overseas scholarship holders (Rhodes, Fulbright, 


as 
Rotary International, etc.) -- all these were tapped as ppssible sources 
25X1A 
young citizens of towns where it has chapters. | 


Field recruitment has Seas supplemented by local recruitment in 
Washington He the Personnel Office itself, and by suggested mames of 
qualified candidates from the soeebumiel presently on duty. 

Having gotten the name of the candidate andheving ie his personal re 
form completed, and forwarded, Procurement was saci not done with the 
matter until the individual was actually on ee job , for conceivably in the 


? we : 
long waiting for clearance, an eee lacel ent get bired of waiting, —ahwet 


‘tee pressed by circumstancesy or by any numbers of nown factors + accept 


a position elsewhere and <wosske slip away » thus leaving the recruiter to 
start his task again. 

This Was one probilest, Other problems associated with personnel procure- 
ment in this Agency are eae within the work itself: the personnel 
requirements are varied, One cannot go to a Civil Service register and 
request individuals for eertean types of work, for these types are not 


covered in the ordinary routine. Security is a limiting factor. Many 
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ae all 


’ Ig this core 
rect? 


49777 
aes a4y> | 


i 


App 


12 


otherwise desirable candidates are disqualified for this reason after a 


“considerable amount of time and money has been spent on them. The anonymity 


of the work and Rereeunee may be mattractive to a certain type of mas 
mentality. Personnel must be willing to serve are at any time. There 
is a special relationship with other preiehee of the Goverrment, and personne 
must have familiarity with the akenveiasee agencies which CIA serves. 

The youth of our organization and the changes and uncertainty which pre- 


valled during the early years keve made more difficult the recruiting and 


holding of personnel. ‘The Dulles Report (pages 36 et seq) recognized these 


deefuersies ditficulties in commenting on the staffing of the Agency. 
25X1A : : . 
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Flacement Division 
The Placement Division is primarily responsible for initial personne. 
selection and in-service assignment. When operating as a combined procure- 
“ment and placement activity, the placement units were almost totelly cene- 
concerned with obtaining and initially assigning personnel. In the period 
1950 correct? . . . . 
Wha ab state- when recruitment was going on at its most rapid (195v), this Division was 
ment ? 


so immersed in meeting the demands of the individual offices for personnel 


that it had no time to review subsequently whether or not initial placements 


were satisfactory,”“Ap the face of uncertainty as to the types of people 


needed for various positionsd ft is especially important to evaluate the | 


success of placements,4o determine what kind of qualification has been 
* Tek successful. YConversely, if individuals so placed were dissatisfied 
with cane jobs, it should be saaiiis to ddaecver this at the ne of 
Fase follow-up, and thereby save a great ate people for the Agency 
who mi ght otherwise be lost. Among this group may Dercounves that personnel 
which would perform adequately in a position, but whose individualf 


capabilities might well be used to better advantage in some other type of 


work. 
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In. the course of their work, placement officers are required to be in 


close and constant touch with he operating officials to improve the 
persormel program of ke Agency. ‘hey can and do offer expert advice and 
eee not only to individual supervisors, who are the real point of 
contact oe ihe individual, but ‘to Agency management with the view of 


fare establishing and maintaining and effective working progran of personnel 


Le 
management. 
) In addition to trying to fit the right person to the right job, 
eek bat . 
Placenent's problems were multiplied by the inability to assign personnel 
draft 52 
to positions over GS-5 without an interview, involving a loss of time if, 
Has this been as often happened, a file was sent covering a suitable applicant, and no 


corrected to 
any gr extent? 
_o action was taken by the reviewing stef office. As much time as 60 days 


have 
might elapse without definite decision/peing having been made which could 
_ What part 
probs were ans . hae 
met 50-53 & mean the difference in hobding on a to a candidate. 
overcome? 
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When did “ool 
bec Interim 
Assignment 
Branch? 


When was this 

& how does it 

stand, 6/30/53 
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oo 
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Pool, Testing and Training 


Having procured the personnel and having placed them on a 7/0, there 


ranainedfthe problem of how to keep the individual occupied until proper 


security clearance was obtained, a period amounting 4e approximately to 90 


days. Abartial solution was developed which permitted the hiring of the 


individual after provisionsl clearance and seagane him to maruaneied 
work during the investigation period. For the clatcal and stenograthic 
help, a pool was set up to pEgvass the necessary supervision, and advantage 
was taken of de opportunity to train the personnel prior to permanent job 
ee ed The training aspect therefore of the Pool has oe increasing] 


emphasized, 


hoa <p (oe 
Ae-orienmbime phe Root maintained wneleared 


enployoes Bin. Grn 3 on 


While this method applied very well to clerical and stenographic 


‘personnel, thks holding operation worked leg@ well with those of professiona 


status, ome ofthe sub-professional and techrical employees were assigned - 
to the Pool, pro tem. oN 
Since employees are assigned aged upon the discretion of placenent 


officers in Baca » there are no clear reasons why some of this group 
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"were put in the clerical pool, since normally they nid uae into the 
Unclassified Training Group A (0/Training) , in which aie were put to work 
doing various unclassified payiectas. Perhaps a reason — ae of then being 
in the clerical pool at all was that when ete Sisseaiees came through, 
the offices to das i were assigned could have thant forthwith instead 
of waiting until they had finished the ietieee project on which they werd 
working. | 
The Pool was initially apanneued by the Testing aa Evaluation Section 
of the Procurement and Placement Branch, but was separated oi that Section 


g , a : 
‘ In-the-reorgents ent 


Connie returned to the Testing Bfanch, which was then 


renamed the Testing and Training Branch, Amore—vecert reorganization of. 


~ 


from Testing, art —ttahesrew the Interi 


. 


and placed under Placement Branch in 


Assignment Branch of Personnel Division (Overt). This arrangement places 
- the responsibility for administering the Pool in the Personnel Office and 


responsibility for training operations in the b. in the Training Office. 


- 
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Testing 

. The testing ee in CIA were initiated in October 1947 to assist 
placement and eee re personnel in making decisions about individuals by 
supplementing information available to them personal history forms and 
interviews. It was eae confined testing,clerical ability, typing 
and stenographic skills of clerical personnel. As the Aenigxa for testing 
service increased, the program was % extended to include all ee for 
positions in GS-9 and lower grades, with a consequent expansion of staff 
facilities, in addition to test research 3 development activities, and one 
of the earliest research pro jects undertaken|As a validation study of these 
tests, Was di the survey made by naueatti Testing Service shai 
See following pages. What other research has been conducted? What result? 
deeeieenants were suggested in the above sieves What were thay and were the 
pat into practice?/ 

| test eacuts were developed for general types of positions: Intelli- 
gence Office; Administrative Assistant, ‘lbrerian, and Secretary. The 
program was hampewed in ncaa aneaee of wenreis and accurate job informa- 
tion and ao-neuet,) - Lack of an adequate staff, Masieos service was 


provided, however minimum the research program was, by relying upon the 
Approved For Release 2002/01/04 : CIA-RDP84-00022R000400030009-9 


. 18 
Approved For Relekeé 2002/01/04 : CIA-RDP84-00022R008490030009-9 


professional judgment of staff members and the knowledge of the Agency they 
“25X1A : 


. had acquired. Mr. a first initiated this progran, 


was advenced to Chief of the Personnel Division in the fall of 199 and the 


mit functioned without any chief until the summer of 1950 when Dr. 


25X1A PS 
ae «:: appointed 6hief of the Testing and Training Branch, 
25X1A 
From May through October 1951, the SSS Service of 


25X1A 


pra 16 [ | Sl condubted at the request of the Director of Training a 


* 


survey of the testing activities in various offices of the CIA, included in 


which was that of the Testing Semin Personnel Office. The report, among 
other things, eocinel te most CIA offices had a healthy awareness: of both 
the uses and limitations of psychological tests tes CIA purposes} the he 
need was for improvement rather than radical ‘haga 3 there was evident a 
need for more adequate coordination and central professional supervision of 
CIA acaies activities. The appointment of a well-qualified papeiciontat on 
a high administrative level was suggested. 

| No validity studies had been sanea: on to determine the degree of suc- 


What action was cess with which tests predicted job performance, ‘The recommendation was a 


taken on these 


recommendations? et , , 
; series of research projects to set up expectancy ¢harts ef or tables so that 


the predictive value of various tests used by CIA might be accurately 
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established. ‘The report stated that it appeared to the survey group wmilikel 
that the actual or potential needs for selection and Saeenent gatine in 
the Agency were being met Be the testing active ties then in samen 
It as therefore secduniswaee that CIA explore the question of how personnel 
procedures might be improved by the further introduction and application of 
scientific postiae PrOcea ters 

‘Regarding the Testing Branch of the Personnel Office, specific weak 
points were noted, as follows: 

Two tests of the Clerical Battery were considered totally inapplicable 
to the selection of aieee personnel. These were both dropped following 
the survey. : | 
dn some cases tests whth time limits worked ravishivs on older people 

than those for# whom they were especially designed. 

A series of Resetoatast fgbitade Tests, intended for use in di fferen- 
tial prediction Pn indications of better performance. in some areas then in 
others, was being misused in that applicants were being accepted by some 


placenent officers only if they wer e above average in every aptitude tested 


» 


In a number of cases placement officers were in ignorance as to proper 


interpretation and use of test scores. 
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interpretation and use of test scores. 
A number of tests in the ees reoeicual Battery had not been sufficiently 
validated. | 
Testé results were of ten used as criteria for promotion, tine exclusion 
of demonstrated jotperformance. 
Some of the projects being conducted by the Office of Testing and 
Assessment in 1952 were: 
(1} Testing to help selection of professional trainees: | 
(a) For seriaueeiois for the training program; tests of Logical 
Tod wat posgent reasoni g3 banic sabes ‘skills; verbal intelligences and mental speed. 
Comparison otly? 
Applicants, scored in relation, to norms established for. college grade ves: 
(2) ‘testing of professional trainees for ecu tiat guidance. 
Trainees are placed at the end of cigie Intelligence School course, 
Seek tee the basis of summary of test results plus interview 
with Chief ie Testing and Assessmenb Branch 
(3) Testing of UTG/A group (under 0/Training) to determine nature of 


their training, and subsequent placement in Agency upon completion 


of their training 
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(4) Pre-instruc tion testing of administrative and clerical personnel 
and follow-up tests to determine worth of the training received Ss 
| | DM. {anes 
(5) Testing of ell individuals for whom Georgetown. Language. nstitnate 
training has been recommended 9 
(6) Conversational fluency testing of personnel for whom conversational 
language training has been prescribed 
(7) Work on employee evaluation foms, part of the Career Development 
Progrem 


(8) Continuous process of validation and study of all the tests used 


in the above-mentioned ‘pro jects 
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Cirassification and Wage Division 


Trace pogit The Classification ad Wage Division is ‘primarily responsible for 
assuring that CIA wage’ and salary policies are in gateeh alignment with the 


general Federal structure and that similar pay is received for similar work. 


Specifically, it is responsible for allocating Agency and NSC positions 

(the personnel ae for the NBC are provided by the CIA. Personnel Office) 

deveiocie Agency apaecieeentate standards; conducting wage and administra- 

tion activities for deodetmontat and field positions; directing, coordinat- 
and | : 

ihg,/conducting job analyses, position surveys and the development of 

position descriptions 3 advising and consulting with operating officials on 

classification activities and problemssand establishing Tables of Organiza~ 

tions. 

Although the CIA is eee aes the requirenents of in Classifica~ 
tion Act of 19), which prescribes Posten classification and salary 
admini stration ‘equleonante for most Federal agencies, the Agency adheres | 
qs closely as ssaeiete to the principles and policies stated in that Act. 
Earlier and prior 6 ite passage, the Agency had an understanding with the 


‘Civil Service Commission that we were privileged as to position classifica- 


? ‘tion by virtue of authorities contained in PL 110, and the previous 
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Eonmission practice of reviewing Agency position ellocation was discontinued 
The problems were early apparent: ree of the Agency 
could not arbitrarily conform to ears Federal norms because of unique | 
functions, and specifications and criteria had to be set up without benefit 
of anything 6 lean on. The highly classified and sensitive nature of pro- 
grams, operations and responsibilities of individual eae required 
special classifi cation methods and techniques; rapidly st ase 
situations brought on the necessity of classification review and decisions 
frequently had to be made without benefit of detailed information . organ- 
izabional functions, prograns, relationships, or duties of individual 
| positions. The rapid expan sion of the Agency, sees with geographic 
| dispersion and variety s occupations, hae added tc the problem. 
3 
Classification for most positions has been accomplished by a number of 
standards, including those of the cae Service Comm: ssion for jobs of a 
similar nature, ard surveys made within the Agency on an individual ere 
Having set up criteria and set up the jobs, written descriptions of sates 


performed in each job have to be periodically reviewed to keep them on a 


current -basis. 
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fundamental service to the eneine personrel eheuomees Job qualifications 
are determined in knowing what a particular job is toentail; training pro- 
grams can be set up after-werkne knowing what the nature of the job is, 
ae the difficulties and responsibilities surrounding the position. Thus, 
in addition to aiding recruitment ani placement, it assists in training and 
career develorment. ° 


In19)7 the Classification and Wage Division had a staff of ; 


and its accomplishments were positions surveyed ard classified. 
The activity and volume of work performed by the Division may. be seen in 
the tablde below: 


Fis. Year Nunber on Staff Positions Surveyed or Classified 


—-19h8 
1950 
1953 (Mar) 
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‘Transactions and Records Branches 

The Trensactiors and Records Branches (Covert and Overt) are responsible - 
for processing appointments, promotions, separations assuring that these 
aptiens are taken under proper authority meeting legal and regulatory re- 
quirenents, and reported tepoeen offices. Position acnbrels or inven- 
tories are maintained, showing eeteaan of each position authorized in the 
Agency according to grade, salary, organizational location and occupancy. . 
In transfers, service vaord cards, which serve a dual purpose as a record 
‘6 the individual's Federal Pee and as a east of She staffing of a 
particular job, are transferred approprietely. Proper neste notation is 
made when 2 Sa ceeee is placed in prodess for a particular vacerioy in order 
that two eas be not recruited for cone job. 

The Transactions and eee Branch (Covert) has the additional and- 
unique problem of fulfilling this responsibility for overseas operational 
positions. Certain special security # requirements must pe satisfied 
sciacie to employment of semi-covert and covert personnel both within 
the continental US and overseas. 

Unte- Until | , this Branch teak care of all pneree of integration 


into other Departments for cover purposes; @ this responsibility has now 
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been transferred out of Personnel Office. 
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Keeping records on those personnel awaiting overseas assignment or 
those returned from overseas becomes a fairly complicated matter, not the 
least of which is the particular security problems raised by the nature of 
the Agency's mission. 

_ The Transactions and Records Branch, in addition to its other work, pre- 
pares varios statistical reports since it is tre sities for all official 
personnel documents on the individual menbers of the Agency. It also rer- 
forms many ms miscellaneous tasks which are not inherently the responsibilit 
of any paeeeont ee personnel function. 

In the period, 1950-1953, the Peansee tien and Records Branch (overt) 


. processed security iniittations as the first step in the employment 


of prospective employees. 
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Central Processirg 


This is a phase related to the processing of employees of the Covert 
Branch. It provided a central processing service for all personnel en 

assigned 
route 6 overseas, or returning. Criginally an individual en teeveling 
overseas,. for_sxamphéey would be required to go to individual offices for 
various activities relating to his travel: he would go to the fiscal office 
for fiscal matters, to the medical office for necessary examination § and 
medications; and to Travel to be sure all orderswere correct. He-was 

; rh . 

therefere before final clearance, walkig to many offices in many locations 
to accomplish his processing, In addition, there was a need for coordina tin: 
the activities performed by each of these offices, As a result, a Central 
Processing Branch was instituted, 


Was service . 
A central sevtve wee-instatbed during the period in which there was 


What date? > 
a special Fersonnel Division (Employees Division) located in the Special 
Support pete) which provided administrative support to the covert offices. 
Why was it this service was abolished in a subsequent reorganization, processing re~ 
' abolished? : 
verting to the separate offices. However, the central service was 
t t reinstituted as the result of a request for a simple and more efficient 
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Personnel Relations (Covert and Overt) 


. , ‘ a 
signet aby 
A fentral Personnel Relations unit was,ed : » to serve 


A 


all offices except OSO. It provided personnel with a whole range of 
counseling and guidance on matters relating to personal adjustment, domestic 
problems, assistance to members of the family of employees of who Beacuie 
mentally incapacitated, work productivity and Job satisfaction; housing, 
recreation, hospitalization, carpools, child care, education, blood donor: 


program, and fund raising canpaignss problems re leave; extended leaves of _ 


* 


_absence; military training, retirement; review and recommendation of 


appropriate action in disciplinary cases; and handling of personnel grievance 
As it operated in the early days, these matters, especially those of 
eg Cha Aen 
discipline and personrel grievances were handled only when beens ease coulc 
be accomplished. On th principle that it is better to teke care of a 


matter before rather than afterwards, these matters are now handled’ immediate 


ly after the supervisor has judged that he cannot help, in order that an_ 


-@nployee not get to the last stage and separate from the Agency. The pre- 


exit interview was specifically instituted to prevent an individual from. 


separating, if possible, and secondarily, to benefit by my experience 
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Personnel Relations B8ranchhas been instrumental in developing plans 
for an employee Welfare and Recreation Association, which has beenorganized 
for CIA and will assist thtg this peer as it can. 

tne Personnel ee Unit (Overt) provided the central doveies: untih F 
Personnel Relations sai was installed in the Personnel Division (Covert). 
1. page 5 of Jue 1952 statement, last sentence says, “reorganized unit 

in the Overt. What was it reorganized from? 


2. The Incentive Awards Program is administred by this Division. When was 
it ingtituted and how did it benefit the Agency? 
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The Agency does not request deferment for draft-age apphieations 
vgupiloaiee ne it may desire to hire. This class of applicant, however, 
may bd consiaered for overseas field duties, but not for departmental 
assignmemt. In any case, Selective Service national headquarters are advise 
of the employment of any young — of draft age. Occasionally, an applicant 
is willing a accept, after eaainang: immediate overseas duty of a hazardous 
nature. In =~ case arrangement is made to exempt the applicant from call, 
on the wees of the Agencytnat he is usefuliy employed. 

En-Fiseat Year-1953 shere wor0-the- fell towing-summazy-of Peaquests-te she - 
Department-of Beferse »-and-authorisatiens £o0R nlaibeny-—pereonrel+- 


- Following is a summary of requests to the Department of Defense in Fiscal 


Year 1953, and authorizations for military personnel: 


Beginning End 
25X1A 


Officers 
Enlisted Men 


TOTAL 


thetendeney in subsequent fiscal years has been toward decrease in such | 


requests, 


/Do we want to pyt in about military men on the roles, retired, ete.; what 
they are paid? Toa historical A interest is it?/ ; 
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Personnel Studies and Frocedures staff 


The Personnel Studies and Procedures Staff was set up in Apri}. 951 

to assist in all phases of the personnel program, especially in the Agency's 
gusceee on personnel management. It had - its initial duties the sur- 

veying, reviewing and reporting to the Personnel Director on all phases of | 

‘the seesces program, fleld and departmental; developing and coordinating 

legislative, budgetary, procedural ard reporting requirenents; planning, 

developingy and conducting studies of personnel office organization, staeeins 


standard operating procedures, snd special management projects and studies ag 
Could we 
have a few 
major ones? required, 


._ 


To these have been added the development and coordination of r ecommenda- 
 Blons concerning policies and procedures on manpower requirements in support 


of the Agency's + mission and of its mobilization and operations in times of 


‘ 


national emergency; the development of an Agency personnel reserve program; 


analysis and presentation of comprehensive personnel statistial reports, and : 


1 


continuous review of the effectiveness of personnel programs and activities 


both at headquarters and in the field, 


| | ae, (Fx 
/what particular accomplishments took place during 3980-1953? 


‘2 a . : : P 
When did it become "Planning and analysis Staff! 
n Py 
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Is this so? 


Where is this 
letr and why 
was it wrtn 
to McCloy? 
What insti- 
gated it? 
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Career Development (Management?) Staff 


The Career Development Staff was established in October of 1951 to aid 


the Career Service Committee in its implementation of a proposal to establis 


a career program in CIA. 


the idea of a career staff had its origin in a letter written by 


General Smith on 17 March 1951 to the Honorable John J McCloy, 
(title) '_, in which the DCI expressed an interest in- building up a 
corps of weli-qualified men in the Agency who would be interested in making 


a career of intelligence. In consequent of this desire, the Office of 
25X1A 


Training prepared a plan endorsed s  6Ct~é‘C*@ Assistant Director 


of Personnel, which was transmitted to the DCI on 3 July 1951 by Colonel 


Director of 


Matthew Byérd, ieee” The DCI approved ote plan in principle on 


2 July 1951, and on 7 August 1951 there was distributed for comment and 
recommendations to the Deputy Directors and Assistant Directors, "A Program 
for the Establishment of a Career Corps in the Central Intelligence Agency.' 


The DCI then established on 13 September 1951 a Career Service Committee, 


25X1A 


consisting of EE 10/Personnel (Chairman); Ye. 


25X1A 
Sherman Kent, Assistant Director for the ONE; as Assistant 


Director of- for the Office of Special GpGrations and Colonel oes 
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| Baird, Director of Training. In addition to implementing the proposal to 


establish a career program in CIA, the Committee was akwed- asked to resolve 


such differences of opinion which were noted in the comments and recomnenda~ 


25X1A . 
tions received. is=—— | was designated the Executive Secretary 


of the Committee. 

The first meeting of the Committee was on 2 September 1951. ‘There ~ 
was established eight Working Groups to cover Selection Criteria, Employees 
Rating, Career Benefits, Trainees, Extension Training, Rotation, Personnel 
Development Program and Honor Awards, Each of these groups was assigned 
a series of specific problems and the Executive Secretary was directed to 
coordinate their activities. Detailed records ard minutes were kept so that 
ths complex matter could be adequately covered. 

‘25X1A . 
With the resignation of EE ix. 4pril, the Deputy Director 
25X1A 
for Administration, i ee became Chairman, and Mr. Kingman 
Douglass, AD/CI, subsequently replaced Mr. “herman Kent. 
Progress Report was mdde to the DCI on 22 January 1952, in which the 
* general framework of the proposed Career Service Progran was laid out. 
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In commenti;g on the progress report, the DCI on 7 March 1952 noted ei ght 


* 
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major points each containing a re of items which he wanted séngliered: 
‘With the calling back e four of te Working Groups and the establishment of 
anew one, these matters of Bonyroverey were Feuoivied during po ee May, 
and final distal of the proposed program planned. 

Final Report of the Committee was forwarded to the 21 on 11 bate 1952 
and sipuoved by him on 13 June 1952. 


In his discussion of the background of the career service program in 


By August £952, 1954, Mr. Lyman B, Kirkpatrick traced some of the problems fac- 
What washis : 2 « 
position ard ; 

why did he go — ing the groups in their first meetings which they had to obviate. One of th 
into this” : - 

discussion? 
7: most controversial, for example, was whether or not CIA should have a com- 
As IG? 


missined corps of workers: commission” in this sense -- a Congressional 
commission signed by i Fresident, “or whether the present sytem of appoint- 
ments by the Director should be nenvained: It was decided in favor of the 
7 system we now have, which was deemed more flexible. 
There oe the probl enbt Senin: Should our baat be asked to 

accept an oper eanror to the Agency, or should the present system in which 

an individual is free to leave at any time he chooses be retained? ‘This was 
such a acnbroveta at problem that there was almost a direct éieutass in the 


Committee, 
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The operations of the Agency range in interest from an almost completely 
overt $h to the most clandestine of activity. | Individual talents are diverse 
in character. Could then there be one career service encompassing this 
divereion, or Shouia there ie a group of associated career services’ Having 
considered our intemal complexities, the status of the Agency in the 


national intelligence structure, and its existence in the world todya with 


other intelligence services, the answer #” was in favor of a single intelii- 


gence service of all personnel within the Agency. 

The Working Groups, all composed ot individuals at the level of staff 
ard division chief, put much work into these sa studies, 

Sissaiens to the Final Report cof the Career eats Committee 2 bri 


| 25X1A 
7 June 1952, the Career Service Board was set up, /ClA SOUURGY 


dated mi Jee ~ ./ Since the Board has been in existence, it has worked 


out the final detbils of the career program./launched in August of 195h3 


_see Lyman B. Kirkpatrick, "Background of Career Service Freb Program, n 


CIA Career Service Conferences, 3 August 195h./ 
In passing, there may be noted some of the topics of those groups which 


continued their work. The Honor Awards Shemaexsiitdex Group studied a reward 


for those intelligence workers whose exploits could never be publicized. 
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/In 1953 the nena suphored the National seauay Medal, the saigheet 
award for intelligence service egees in goverment. / 

The Legislative Task Force studied what legislation was required, to get 
edditional benefits for career employees in the AGENCY $ GeBos accelerated 
‘retirement for different types of forvice (aaaandaes service; service in 
difficult climates; service beyond the call of duty (extraordinary service); 
‘financial assistance for medical attention for dependents overseas, oa 

There was also junior 3 stares what problens did they have, oa how 

could they develop their ae- careers; what was the positin of women in the 
Agency: was there discrimination; could they rise tothe highest epetesercael 
levels? The employee on overseas duty - what was therein store for him 
oe his return, discs so many of this type of employee would find themselves 
at loose ends with no job in prospeét on their retum from abroad. These 


questions were studied and answers on them subsequently prepared. 
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Special Contracting, Allowances and Processing Staff 


The Special Contracting Unit, Administrative Staff (Special) 
was transferred to the Personnel Office under date of 15 September 


1952, to become the Special Contracting, All-wances and Frocessing 
25X1A ° 


Start. (7 22 Sept 1952, Sub ji: Organizational Changes./ 

This staff is responsible for recommending policy standards governing : 
‘Agency e& contracts for personal services and certain othey special contract 
required in sini of covert operat ons 3 for preparing and executing such 
Srey for the revieybi all field contracts submitted to eatin 3 

26H the complete personnel processing of all staff agents; for recommending 
policy Siandards for special allowances; and for reviewing and granting 211 
such allowances. 

Early in 1953, Agency regulations concerning detailed military personnel 
‘were revised providing for the centralized gonbred of such personnel to 
dnauhe their receiving consistent treatment in conformance with CIA and 
Department of Defense policies. Fiscal Year 195 covers the tirst Gaze of 


operation of this staff respecting military detai 1s pepe > 


/apparently the above Staff actually began to get under way in fiscal 
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CONCLUSION 
The rapid expansion of personnel in the various operating offices had 
its effect upon the abaed ies of ie Peeenne Office, As in all offices, 


there was a shortage of personndl to meet +e the increased demands pot upon 
A. F 


the Personnel Staff. The personnel of the Agency, for example, grew from a 
29X1A , . 


What were 
actual 
figures? 


25X1A 


me 25X1A 
As of September 19,7 there were MMM stare employees and staff agents 
25X1A° 
on duty in CIA,against the nurber of MMMM as of 30 June 1953. 


Although personnel was increased in the Agency, unfortunately the staff 


-of the Personnel Office w not only did not increase, but on the contrary 


shrank 3n-peepest in proportion to the total Agency staff. 


. 
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The Office of Personnel felt that litle recognition was given to it, 

aoe a either by way of staffing, necessary authorities, or stature within the 
' Agency desing tris parted and it was not until 1951 that epasblianats in-™ 

creases in staffing authorization and sehen tee, needed to perform the 


_ personnel management soy peeen to be granted, allowing the Office to - 


proceed on & proper program. The requirements became stebiia stabilized 


ae 
_ What were ees 1953 and a change in concepts of intemal Agency security require- 
these & . ; 
how 4h did ee : 
they affect ments were instrumental in allowing an increasing effort and attention to 


Persomel? . 


overall paspects of personnel management. “he placement activity was ex- 
tended, classification standards drawn up to correspond to the mique 
Agency requirements, and complete and accurate record keeping systems 


established along with employee servicebrograms. 
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25X1A | : | 
_ working 
[ee el notes attached to training mentions writéng understanding 


/in 1952/ with services to the effect that CIA can enter an employee into 


1, Military service and receive him later as a civilian after he has 
completed all the service time and training requirements; also . 

2, “under considerations is a plan for allowing men chosen by CIA to 
enlist in service, receive training, and then come to CIA ina 


military capacity for the remainder of his service time. 


what was ever done about these? Are they now in effect? 
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